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Use of the Writing Policy 

Guidance Tool

This Writing Policy Guidance 
Tool (WPG) Tool will be 
used by teams appointed by 
district SBDM coordinators 
to review the writing polices 
of all the schools in their 
district and to provide 
feedback to them.
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Purposes of the Writing 

Policy Guidance Tool 

to identify strengths and 
weaknesses in a school’s 
writing policy

to give schools a way to  
self-assess and revise
polices before submitting 
them to district offices
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At this time -
Download and print:

X High School Draft Policy
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At this time -
Download and print:
Writing Policy Guidance Tool annotated for WebEx
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“Each school-based decision 
making council or if there 
is no school council, a 
committee appointed by 
the principal, shall adopt 
policies that determine the 
writing program for its 
school….” Senate Bill 1 (SB1), 2009 
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Programs, Plans, Policies

What’s the difference?

Program - includes the components 
that will be evaluated in the writing 
program review process:

• Curriculum and instruction 

• Formative and summative assessments

• Professional development and support 
services 

• Administrative/Leadership support 
and monitoring 

7



Plan –
a schoolwide writing plan describes 
the action to be taken by teachers in 
order to implement the school’s 
writing program, including what will 
be learned and how it will be 
assessed

Policy –
the rules and guidelines adopted by 
SBDM to be implemented in the 
school’s writing program

8



Requirements for the 

Writing Policy

Senate Bill 1 (March 2009) 
stipulates the following 
categories of 
information that must 
be covered in the 
school’s writing policy:
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Requirements for the 

Writing Policy

Communication Skills

Grading procedures and 
feedback to students 
regarding their writing and 
communication skills
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Requirements for the 

Writing Policy

 the responsibility for the review 
of the portfolios and feedback 
to students

other policies to improve the 
quality of an individual 
student’s writing and 
communication skills
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Senate Bill 1 (SB1), 2009 states 
that, 

“A school’s policy for the 
writing program shall address 
the use of the portfolio for 
determining a student’s 
performance….”

Writing Portfolios for a New Era
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What will be in the portfolio?

Writing portfolios, consisting of 
samples of individual student 
work that represent the interests 
and growth of the student over 
time shall be a part of any 
writing program in primary 
through grade twelve (12).

SB1, 2009

13



How is the 
Writing Policy 
Guidance Tool 
structured?
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the Structure …

The essential components of each 
category appear in the left column 
under the Description heading.

The middle column with the 
heading, Essential items 
addressed?, includes Yes and No
options.
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Structure (continued)

The third column, under the 
heading, If no, possible reason, 
includes descriptive bullets.

The last column is for schools 
to use when thinking about 
how the descriptors are 
addressed in their writing 
plan.
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The Writing 
Policy Review 

Process for 
Districts
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Districts will review 
the writing polices 
required by Senate 
Bill 1, 2009 and 
report the results to 
KDE no later than 
Feb. 28, 2011.
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The Process for District 

SBDM Coordinators -

1. Establish a district due date for 
schools to turn in their SBDM-
approved writing polices to you.

2.  Assemble a district team who 
will use the WPG Tool to review 
schools’ writing policies.
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The Process for District 

SBDM Coordinators -

3.  If a school receives a NO in any 
category, return the policy for 
revision. (Be sure to include a new 
short-term due date.)

4.  When the policy is returned to you, 
review it again to assure that all 
components stipulated in SB1 have 
been met.
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The Process for District 

SBDM Coordinators -

5. After the district team 
appointed by the SBDM 
coordinator reviews each 
school’s writing policy, the 
SBDM coordinator will 
provide feedback to each 
school using the Writing 
Policy Guidance Tool.
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The Process for District 

SBDM Coordinators -

6. Once all schools’ writing 
policies have been approved by 
the review team, prepare the 
report to be sent to Mary Jo Rist 
at KDE using the spreadsheet 
form she sent you.

The date all complete reports are 
due to KDE is Feb. 28, 2011.
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The Process for District 

SBDM Coordinators -

The District SBDM Coordinator  
will create and maintain an 
electronic folder for district use 
of the policies and the feedback 
document(s) for each school.

Only the Writing Policy report will 
be sent to Mary Jo Rist.
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Basic Steps 
When Using 
the WPG Tool
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1st - review the school’s 
policy noting the 
categories and contents.

Next - using the WPG Tool -
highlight Yes or No in the 
second column of the Tool 
for each of the categories
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If No is highlighted -

move to the next column and 
highlight the bullet that best 
describes the possible reason that 
essential items are not addressed in 
the policy.

 use the Other bullet if the reasons 
provided do not describe the 
deficiency in the policy.
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Basic Steps (continued)

A comments space is included 
at the bottom of each category 
for additional feedback and 
guidance.
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If a school’s policy receives a 

NO in any category -

 The school team will revise 
that portion of the policy.

The school SBDM council 
will approve the revised 
policy and send it to the 
district office by the district-
established deadline.
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After using the WPG Tool to 

review a policy or after receiving 

district feedback, schools should 

consider -

What revisions are needed to 
address the deficiency?

Can the deficiency be addressed 

simply by clarifying language? 
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Pause the WebEx and read X 
High School’s Writing Draft 
Policy 

Refer to the annotated Tool 
during this part of the WebEx

At this time -
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Applying the 

Writing Policy 

Guidance Tool to 

X School’s Draft 

Policy
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The Policy Draft in the WebEx-

 is NOT perfect

 has several strengths as well as  
some deficiencies

 is used to demonstrate how to use 
the Writing Policy Guidance Tool to 
determine how a school meets (or 
fails to meet) the requirements.
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Remember

The Writing Policy Guidance 
Tool includes the basic
components that must be a part 
of every school’s writing 
policy.

A school’s writing policy may 
go beyond these components.
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Use the WPG Tool-

to identify strengths and 
weaknesses in a school’s 
writing policy

to self-assess and revise 
polices before submitting 
them
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Contact information:

SBDM Process questions:

Mary Jo Rist

(502) 562-3791

Writing Policy questions:

Rebecca Woosley

Carol Franks

Renee Boss

(502) 564-2106

firstname.lastname@education.ky.gov
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